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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY DEPT. OF PUBLIC WORKS DIVISION F/A:PERSONNEL 
Item No. Description Retention 

POLICIES, PROCEDURES AND DIRECTIVES 
Files consist of policies, procedures and directives 
set forth by the Department designed to influence and 
determine decisions, actions and other matters 
pertaining to the overall operation of the Department 
including studies and reports conducted within the 
Department. 

FLSA TIME SHEETS 
For Personnel Division of Finance/Admin. 

Retain Permanently, 
Microfilm periodically 
Upon verification of 
film, destroy paper. 
Transfer to State 
Archives periodically. 

Mandatory 3-year 
retention & then destroy 

Schedule Approved by 
Records Management Offii 

Schedule Approved by 
Agency, or Division Representative 

Schedule Approved by 
Chief Administrative Officer 

Schedule Approved by 
State Archvist 

U ^ 2 0 1W6 
Date Signature 



REUSED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DOS 5S0-1) 

RECORDS MANAGEMENT 01V.SION 
77Ti WATE3L0C 9CA0 

P.O. BOX IK • .cSSUP. UARYLANQ 20754 Paaa 1 Of Is* 

'1. 0EPARTHEHT7AGEHCY 

Anne Arundel County 
2. DIVISION 

Dept. of Public Works 
1 UNIT 

Finance/Administration 
DEFINITION • Recorda Sarlaa - A grono of raiattd record! normally fllad ind uaad it a unit for raferance i t wall at rtuntten and dlaeoailjoa purooaea. 

4. RECORD SERIES TTTLE 

Policies, Procedures and Directives 
5. EARUEST TEAR / LATETEST TEAR 

TO 

S. RECORD SERIES DESCRIPTION ( Briefly aeseroe me types of iniormaiiorvaoaimenivTcrms fauna m me Senes ineruoe me ourocse or function of the Sen est 

Policies, procedures and directives set forth by the Department designed to influence 
and determine decisions, actions and other matters pertaining to the overall operation 
of the Department including studies, and reports conducted within the Department 

7. RECORD SERIES FORMATS) 

£ Letter Size a Mocftm 

a Leaa Sue • Camouter Taoe 

39 Bouna BOOK • Rarer Osk 

• Aucio Taoe • Video Taos 

a Other (Scearvt 

S. RECORD SERIES SEQUENCE 

a Abnaoeueal 

yO Numeneai 

• Cnrarooaicai 

n Geoaraoncsu 

a Other (Soeemrt 

9. VOLUME 
• Pile Orawerts) 
a Micoriim flea is) 
• Comtnaer Taoe (s) 
o Other (SoecBYl 

1 binder 
Numoer 

10. ANNUAL ACCUMULATION 
• File Orawer (s) 
• Microfttm Reel (s) 
0 Cunouer Taoeisl 
• ahertSoeesvl 

n/a 
Numoer 

11. RLE IS USED 

• Caw & Weekly a Mannty 

12. FILE BECOMES INACTIVE AFTER 

n/a a Momntst a Yearwl 
Numoer 

13. CURRENT L0CAT10NIS1 (Blda.. FOOT. Aoorni 

2662 Riva Rd., 4th floor 

14. IS RECORD SERIES OUPUCATED ELSEWHERE7 (If yes. weeny agency or office! 

*n yes Copies in all Divisions a N o 

IS. ACCESS RESTRICTIONS (l( yes. ate lawis) & requauorasl 

a Yes a vNo 

18. AUDIT REQUIREMENTS 

ft None a Slate a Feaerai a Inoeoenaent 

17. IS AN INOEX SYSTEM USED? (1' Y«. exsain cnetly ana 
QEssse snv naiuwiVBSUatWaVB) 

a Yes System/3 6 • N o 

18. RECOMMENDED RETENTION 

Permanently -PepocLLcaUL|-braKiS-fer "(x> Kd . 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER rt. DATE 



INSTWJCriOHS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE WSS 550-t, 

• 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAO 
P.O. BOX 275 • JcSSUP. MARYLAND 20734 

AGENCY Hfct-UHUS iiMVENium 

Pane ^ Of 7^ 

1. DEPARTMENT/AGENCY 

« d e f i- o f 

1 DIVISION 

FINANCE/ADMIN. 
t UNIT 

PERSONNEL 
DEFINITION • Rtcordi Soritt • A group of rtiattd ncerdi noimilly ffltd ind uitd 111 unit for reference at wall i t ratantfon ind dlipoiltion purpoit*. 

4. RECORD SERIES TITLE 

FLSA TIME SHEETS 
5. EARLIEST YEAR / LATETEST YEAR 

1991 TO 1994 

6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of irtfcrmatiotfdccumemsrtorms found in the Series. Indude the purpose or function of the Series) 

FEDERAL LABOR STANDARDS ACT TIME SHEETS FOR THE PERSONNEL SECTION OF THE FINANCE/ADMIN. 
DIVISION 

7. RECORD SERIES FORMATfS) 

d^Lener Size • Microfilm 

• Legal Size • Computer Tape 

a Bound Book • Floppy Disk 

a Auda Tape a Video Tape 

a Other (Soearv) 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numeral 

B^Chranological 

a Geographical 

n Other ISMOfvl 

9. VOLUME . 

tryfa Orawer(s) 
• Microfilm Reel (s) 
0 Computer Tape (s) 

^ a Other (Soeafvl 

Numoer 

10. ANNUAL ACCUMULATION 
C R e Orawer (s) 
a Microfilm Reel (s) 
• Computer Tape(s) 

j . O Other (SoeeiM 

Number 

11. R L E IS USED 

a Dady ta/^Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

3 a Month(s) o^" Yearfs) 

Numoer 

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 

2662 Riva Road, Annapolis, MD -
2nd Floor' - Personnel 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? [If yes. specify agency or office) 

• Yes 6y/No 

15. ACCESS RESTRICTIONS (If yes. ale laws) & regulations) 

• Yes fiT^o 

16. AUDIT REQUIREMENTS 

• None • Slate D^ederal • Indeoendent 

17. IS AN INDEX SYSTEM USED? (If yes. explain onefly and 
descnbe any haroware/software) 

• Yea tf^No 

18. RECOMMENDED RETENTION 

MANDATORY THREE (3) YEAR RETENTION, THEN DESTROY. 

19. NAME AND TITLE OF PREPARER 

ANNA D. BARAN, PERSONNEL MANAGER 
20. TELEPHONE NUMBER 

410-2227528 
21. DATE 

5/11/94 

.155 '.50-4 rSswrad VS31 


